The recommended browser is Google
Chrome.

Claim Your Record

Using a PIN Number
Contact DSD Customer Call Center

to request a PIN Number
(210) 207-1111
M-F, 7:45am to 4:30pm or email your request to:

CallCenter@sanantonio.qov
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What is meant by C/aim Your Record or PIN Number?

Claim Your Record

PIN Numbers are issued by the BuildSA Customer Call Center to
customer(s) based on the account owner’s request. PIN Numbers
are issued for converted records that, for one reason or another, do

not display on an account owner’s account.

If a PIN Number is requested and received from BuildSA Customer
Call Center, login to your Citizen Access account to access the

converted record.

Find additional information on PIN Numbers by clicking here: IB300 PIN
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https://docsonline.sanantonio.gov/DSDUploads/IB300.pdf

A PIN Number for an
existing record Is
provided by the
BuildSA Customer Call
Center to customers
whose previously
submitted record(s)
do not display on the
customer’s record list
in Citizen Access.

PIN Number request Emp

form is shown here.

Development Services Department PIN to Access Records Online Form

Received by: Telephone:

DSD Staff Date | Time:
e e B
Name

Organization
Email

Confirm Email
Street Address
City

State

Lip Code
Phone

Secondary Phone Number

PN Roques T S

Record Number
Record Number
Record Number
Record Number
Record Number
Record Number
Record Number
Record Number
Record Number

Record Number

Primary Contact Acknowledgment

. . e -
Primary Contact Validation Date: | _acknowledge that

| am the Primary Contact on the Land
Development Records listed on this form.

DSD Staff:

Signed,

Form available upon request from BuildSA
Customer Call Center.
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After receiving the PIN Number from the Call Center, you are
ready to C/aim your record.

1. Login to your Account.
2. From the Home tab (#1) click Create General Application
(#2). .
=

Dashboard My Records My Account Advanced Search

Land Development  Building  Fire

Welcome Julius Caesar

What would you like to do today?
To get started, select one of the services listed below

General Information

Lookup Property Information 2 eate General Applications

4 R
A PIN Number grants access to the account owner for managing
_the record.
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The General Disclaimer page displays (shown).

1. Click the box to the left of I have read and accepted the above
terms (#1).

2. Click Continue Application (#2).

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Online Application

Welcome to the City of San Antonio Development Services Department's Online Permitting System. Use this system from the convenience of your home or office, 24 hours a day to:
= Submit and update information
= Pay fees
= Schedule inspections
= Track the status of your applications
= Print youwr final record

To get started you MUST:
= "Allow Pop-ups from This 5ite” - More information can be found at voww sanantonio.gov/dsd/Build5AHelp.aspx
= Accept the General Disclaimer below

General Disclaimer

All City of 5an Antonio web sites, including but not limited to the

Development Services Department Customer Portal, www sanantonio.gow,
wWhanw_Cisat b us, whwnw sananitonio.gov/GlS, wwew alamodome.com,
whanw_sanantoniocvib.com, www visitsanantonio.com, mysaplorg and
zaplsat.libtx.us are provided as a public service. PLEASE NOTE that users of

these web sites are responsible for checking the accuracy, completeness, —

— e e — -l e b e T s e ) e e e bl e T SPTWE AT AR ARITAARNLS

hawe read and acoepted the above terms.

Continue Application »
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Dashboard My Records My Account Advanced Search -

Create this application as
® Myself

T Another person " patricia.cav azosi@sanantonio.gov™

This prompt may not display for everyone. The prompt displays only
if you are a Delegate on some else’s account.

To select whether creating the transaction for yourself or another,
click the radio button to the left of selection.

Click Continue Application.
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The Select a Record Type page displays (shown). Click the
o | arrow to the left of Claim Your Record (#1).

Announcements | Logged in as-Julius Cassar | Collections (1w | Account Management | Logout

m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
¥ Claim Your Record

T m
* Escrow Account

F License Professionals

Continue Application »
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In the Select a Record Type page, click the button to the left of Claim
s Your Record (#1).
Click Continue Application (#2)

m Land Development  Building Fire

Dashboard My Records My Account Advanced Search

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
_i.- m

—

¥ Claim Your Record
i Clzim Your Record

* Escrow Account
* License Professionals

Continue Application »
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Step 1 of the Claim Your Record application displays (shown).

1. Click the drop-down Add a Row arrow to add one row (#1).
Multiple rows may be added if claiming more than one record.

2. Click Continue Application (#2).

Home Building  Fire

Search Applications Create an Application

Claim Your Record

Step1:5tep1=>FPagel

* Ineiicates a required feld.

Record Authorization Section

RECORDLINK

Showing 0-0 of O
Racord Humbar Plin Humber

Mo records found.

Adda Row |~ Edt seedted
#dd 2 Rows

B

Pl 3

AAdA A S

AL . | al
| I o F J HLW

Add & Rowes

& A -
MO S
# 4 0} e
Add O Rowes
Bedd 10 Dimus
il L LN S
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RECORDLINK

* Record Numbser: * Pin Humber:

LAND-AMENDPLAT-15-10 e 263520263
E Cancel

The Recordlink page

displays (shown).

Type the Record Number

(#1), the

PIN No. received from i
the Call Center (#2). o = e

Click Submit (#3).

The Record No. and PIN = ™7™
No. display (shown).
Click the Actions menu —= . o
arrow to edit (#1). ....| . L* sssssssss |

Click Continue e
Application (#2).
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Citizen Access
advances to Step
2: Review.

Click the arrow to
the left of Record
Authorization
Section (#1).
Click Continue
Application (#2).

Claim Your Record

1 Step 1

Step 2 Review ¢

Co e

Please review all Informiation betow. Click the "Edik” Duttons +0 make changes to Sections of "Contnue Application” s move on.

Record Type

Clalm Your Record

Record Authorization Section

RECORDLINK m

Racord Numbsr PIn Humber

LAND-AMEMDPLAT-12-10200026 26352063

I certify that | have read and understand the instructions that accompany this application and that the staterments made as part of this application are true, complete, and correct and that no material
information has been omitted. By checking the box below, | understand and agree that | am electronically signing and filing this application.

By checking this box, | agree to the above certification. Date: 09/23/2020

o =
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Citizen Access advances to Step 3: Record Issuance and displays a
CAP record number. The CAP number is the transaction number
for linking your record with the PIN number.

Click the Home Tab (#1).

L ;

Homea Building Fire

Search Applications Create an Application

Claim Your Record

1 2

Step 3:Record Issuance

Your application has been successfully submitted.
Please print your record and retain a copy for your records test 4. il

TIainik Yo SO WSing our online Services.
Your Record 1D is 20CAP-10000000034.

Yiou will need this Record 1D to check the status of your application or to schedule/check results of inspections. Please print a copy of your record for your files.

Your application has been submitted for review by the City of San Antonio Development Services Departrnent.
You may contact the Development Services Department at their offices or by phone.,

Cliff Morton Development and Business Senvices Center

1901 South Alamo Street

San Antonio, TX 78204

Phone: 2102071111

Howrs: 7:45 am - 4:30 pm [Mon - Fri]

Closed on City Holidays
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Your record now displays on the Home Tab (#1), My Records (#2).
Click the Record Number ID hyperlink (#3) to access the Record and all

functions for managing the Record.

m Land Development  Building  Fire

Dashboa 2 My Records My Account Advanced Search

- Land Development

Showing 1-2 of 2

Ciate Recond Mumibser Record Type Project Mame Explration Date Crearred By

Clalm Your Record uius Caesan@gmall. com
.- J_.-
13.'159 Amend Plat For_AutomationTasting Aued ACA CQADGSSUM 020172020 L. Caesarggmall. com Expired For_AutomationTesting

4
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Call Center

